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In this document are standards for Iranian senior 
college libraries. A four year or senior college may provide a 
liberal arts education or preparation for a particular profession, 
like nutrition or banking. These standards have been adapted from 
foreign library standards to fit the Iranian situation. They have 
been established to guide Iranian academic librarians seeking to know 
the factors normally associated with good quality library service. 
The stanaards are neither intended to lead to poor service nor to' 
outstanding service, but to= a level of good service in between. 
Further, they are considered to be minimuin, not maximuin, standards 
though It is probable that few Iranian libraries can meet any of them 
initially, on the other hand, the library which has reached a 
particular standard should not be completely satisfied with its 
accomplishment but should continue to improve until it can give 
outstanding service in that area and can reach the standards in other 
areas, also. It should be clear that the purpose of these standards 
IS to improve Iranian libraries, not to standardize them. (Li 00a2ay 
through 00a2U6, and LI 00a248 through 004267 are related ) 
(Author) 
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0.^ 1« Introduetion 

^ In this document are fltandttrds for Iranion Senior CollBge librftriea. A four y.ar or 

^ Senior ColUg* may provide a liberal arts oduotttion or preparation for a particular 
Q profession, like nutrition or banking. These stimdM-di have been adapted from foreign 

yj 

libraiy standards to fit the Iranian situation. They have been establlahed to guide 
Iranian academic librarians seeking to know the factors normally aflsoclated with good 
• quality library serTiee. The standards are noither intended to lead to poor serrlce nor 
to outstanding aervice, but to a level of good service in betwt-n. Purther, they are 
considered to be minimum, not maximum, standards, though it is probable that few Iranian 
libraries can meet many of toern initially. On the other hand, the library which has 
reached a particular atandord should not be completely satisfied with Its accomplishment 
but should continue to improTe until it cm give outstanding service in that M-ea and can 
reach the standards in other areas, also, 

'H should b»-oltai-that ^he purpose of these standards is to improve Iranian libraries, 
not to standwdize them. Each Institution should develop along lines best suited to Its own 
unique situation and clientele, some emphaBizlng one area, others emphasizing aaother. Each 
■et of standards should be interpreted in the light of the aims and needs of the institution 
served. No two institutions are exactly alike. HoweTer, thore are many coMon coneernj 
areas of administration and service in all of them with which the standards deal. 

Merely achieving these standards will not, howevejf, necessarily guarantee good service. 



^ Certain factors are nomally associated with good service but are not themselves service 
^ factors, por instance, allocating 5ji of the institutional expenditures tt the lilraiy 

does not guarantee that the money will be spent wlse^. Each standard must be carriid out 
in its original spirit before libra^ aervice will be superior, 

Standardi are the criteria by which library serriees may be measured. A standard refers 
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to % dftfiiiHe degree of any quality and is the meusure of what is adequate or sufficient 
for eome purpose. It ia a goal to be uchieved, but doea not constitute an ideal, which 
instead, might require reuohing ■ o soorB at least triple that of the Btandard, A standard 
should provido a stimulus for futurB doTelopmont and an inatrumont to aasiat deciaion and 
action hv librarians and adniniatratorfl. 

This set of standards ia deaignod to provide a guide to the d«velopnient and •valuation 
of four year Iranian college libraries. Their taak^ la both more complex and more comprehensive 
that\the task. of the junior college library. "These Btandarda may klao be uaed for university 
faculty and department libraries in tho many subject fields In which inatruetion Is given 
. at the four yew? level. In reflecting changing conditions^ these standards are intended to 
give practical assistance for dealing with overyday problems and persuading college adminig- 
tratora that certain minimum library standards must be met. They are intended to measure 
present achievements rathor than set Ideal goals for the future. Father, th^ . are intended 
to sat neasures of performonce recognized aa models for Imitation. These. standarda apply to 

. - Iranian four year college libraries. ; The stand^ds should be interpreted ia a spirit ) 

,/ 

that will enable Irai^lan college libraries not only to maintain but to strengthen "their / 
position in the face of new challenges, - 

The primary characteristic of a good librKy ia its complete institutional identification, 
and a measure of its excellence is the extent to which its resources and services support 
institution objectives. Since it oust support a particular educational program, every libra^ 
must be evaluated In its own setting as well as by comparison with standftrds. Therefore, a 
prerequisita for librwy evaluation is an understanding of the institution's mission, fith 
that information, the resources needed to accompllBh the task can be identified and libraiy 
evaluation begun. The proeesa can be stmraarlzed in a series of questions i What access to 
the world's intellectual »M oreative reseurees does this institution's educational program 
require? To iriiat extent we tJieaa reaources now available and aceeasible? How can toeir 
^arailability and aeeesaibility be increased and their use encouraged? 
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'£heB« etandarda hava boon propttrod for uso by the Ministry of Seionce arul Higher 
Education and t},a Inatituto for Resoarch and Planning in Seienct and aiucation. klso, ihey 
bo usoful in teaching library administration and acadomic library oourses in Iranian 
\^^library schools..^ Thoy havo boon dovolopod with tho cooperation of "librarians and educatora 
who haro made^ helpful Buggeationa. The atandarda should bo roTiaed after five years of 
oxporlonc. of^uslnfi them. Aasistanco in Interpreting and in using thim will be proTided by 
the Tehran Book ^oceaaing Centrb Plamiing Dopartraent, 
2 4 Ftmctloaa 

l-ho library should be tho moat important intellectual resource of the Iraniwi academic 
community. Its serrics, given a competent staff of ad«,uat. should bo goar.d to 

ioplomer.. the coU.ge's general and ap.ciflc programa. Ita collections should stress those 
areas ctntral to the institution's curriculum. No artificial bM-riers ahould separate 
library from classroom or staff from teaching faculty. Beyond supporting the Instructional 
program to the fullest extent, the libra^ should meet the legitimate demands of •11 its 
patrons, from adv«ia.d research to freshman papers, help faculty members keep abreast of 
thtir fields, assist in toe counae ling program by providing occupational aM vocational 
materials, play a ooo^r^vi^^l. in the community, «id cooperate with the entire Ir«i»n 
scholM-ly world. 

The obj'eetivaa of Iranian sWor college libraries are to 
•) ft-ovide the books, periodicals, audlo-vlaual and related materials needed in connection 
ulth the college edueatioaal pro^m. 

b) . frovide conveniently arranged and comfortable physical facilities for atudy and reading. 

c) Study the part which book use plays in the institution's educational work and the wi^ 
of facilitating this use. 

d) ft-ovlde fltudents wlto guldanae in using libraiy materials. 
•) Sr...vide books of a general and recreational character, 

f) ft'oasrve college historical records. 



g) Provide aocGns to the resourcea oT other Irnnlan and foreign libraries on 
behfllf of local faculty and sturientn, through active Inter-llbrory coopera- 
tion in the Iranian inform tlon Nfltwork, 
Rnch llbrflry should have Its own speaiflc objaetlvefi clearly rfrinGri and writ- 
tnn out. The atandurds to bo followed in attaining these otajectlvefi flhould, be 
clearly understood. 
3. Structure and rfovernment 

Each academic Institution should take full refiponslbillty fo^ complete lib- 
rary service to Its oxm students, faculty, and staff. Iranian public and uni- 
versity Libraries nearby can be useful to supplement Pacllltles, but they can- 
not replace them. 

; The chief librarian should be responsible to the college president. Since 
the llbrarjr la an important deparbment dervlng the entire institution, the chief 
librarian should rank with other leading administrative officers as a department 
head. Any administrative or budset ruling affecting library welfare should be 
made only after discussion with the chief librarian. Primary concern with the 
academic program should lead to a oloae relationship with the aeademie dean, 
also. The chief librarian should be a member of the curriculum committee and 
any other group whose activities will affect library service. 

The faculty Is deeply concerned with the libraryi it is of primary im- 
portance in their instructional program and their professional growth. An 
alert faculty never allows a library to suffer from neglect or to diverge 
from the educational program. Neither does a good faculty concern itself 
with internal administration. 

An advisory faculty library committee should be appointed by the pre- 
sident or elected bynthe faculty. It should Include representatives of var- 
ious college departments and consist of both senior and junior faculty mem- 
bers, chosen for their demonstrated, library Interest beyond departmBntal 
concerns. ^^The oMef^librarian. may sery^ ^ sepretary, thqi^h 1^ is advi- 
sable ttiat Ki-n^t be ohalrman_orf the 'fomul4tion"bf 
as a liaison between the faculty as a whole and the library. It should 
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keep itself thoroughly informed, guard and advance library Interests, 
and report frenuently to the faculty Cor rilsoussion, counsel, or con- 
f'iriTintlon, 

Also, a sturlent library committee may be establlr,hed to provide bet- 
ter llal..on with the student body. This con, ' tee should rank equally 
with the faculty library committee and should brlr^ students' suggesiions 
to the chief librarian and library problems to the students. The oom- 
mlttee's functions should be clearly defined. 

The library should be organized logically and lines of authority 
clearly drawn. The chief librarian must assume responsibility for lib-- 
rary administration. The staff should be appointed on the reeommendaH 
tion of the chief librarian and should be directly responsible to him. 
A clear-cut job description must be made for each staff member. Staff 
communication channels should be well defined and used very frequently. 
Frequent consultation with staff members on policies and procedures will 
promote a friendly atmoaphars and strengthen Staff morale. 

When establishing a new institution, the library is one of several 
riepartments which must be started at least a year before students co'urs'e 
work. An-early start will allow time to order supplies and equipment, 
to select, order, catalos, prepare and shelve books and other materials, 
and to have them ready for use on the first day of classes. The chief ' 
librarian must be hired and readins room and office quarters assisned at 
least, a year in advance. Not only will the chief librarian be needed 
early but several of his assistants, particularly in processing, must 
be appointed early, also, before most of the faculty members are hired. 
The library should be one of the first buildings to be constructed on a 
new Iranian campus. The Tehran Book Processing Centre (Tebroo}c,oan be 
helpful in seleetlng and processins a beginning library collectign. 
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The library hns a public r^lntlong rolo to play in Interpreting 
Its aGrvicfts to ntufinntfi, rnculty and fldmlnlf^tration. fiood public ra- 
tlotifl nru vftry importnnt in ntimulntin^ librnrv use. 8unh nctlvitlcH 
Afi r^jlonaing annual nnrl monthly reports, publlnhlnB handbookn, loctu" 
rin^ on library racllttlon, Heacriblnr, the Ubrflry In tho coll^f^e eata- 
log, and using newspaper, rndio, TV, bulletin boards, posters, book- 
Usts, book bulletins, displays, orientation courses, and toura are 
helpful. 

Regular monthly and annual reports should describe progress, aceomp 
Ushments and goals feached, as well as weaknesses remaining in the lib- 
rary's program. Such evaluations should estimate library needs,. Iden- 
tify strengths and edflclencies, .and state the goals to be achieved 
in a given period of time. The following topios may be iricluded: 

a) State of the collection 

b) Library use figures, trends, changes, and attempts to improve use- 
fulness, 

c) Statistics of book processing 

d) Personnel actions 

e) Improvements in physioal quarters 

f) Special administrative problems 
s) Recommendations for the future 

In order to p-epare such reports properly, the library must keep the 
statistical records necessary to give a clear pteture of its activities 
to the college president, to its own staff and to related groups as well. 
Reports should be made by day and month. Such statistics as those for 
salaries and wages, and experditures for books, periodicals, binding, 
supplies, equipment, remodeling and other items will be useful. In ad- 
dition, the circulation of material on the campus and for inter-library 
loan sl.ould be oovered as well as the number of reference questions ans- 
wered. 
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4. liu<iget 

Inoritably, tho budget bIe© dotermines the scope and offeetiveneas of the Iranian 
library progriun. The Ubraiyfl holdinfifl, tho typo of eoUogo sorvod, thu alzo of faculty 
and atiidont body, tho Vftrioty of aubjoct fiolda covored, and the extent to which textbook 
teaching ia still practioed, aa oppoaod to the uao of supplemental^ readings, are factors 
influoneing budget needs. 

The library buflgot should be dtermined in relation to the total Institutional budget 
for educational and genoral purposes, but the llbraiy aUocatlon should be based upon a 
, program of optimum serrice in support of college ^oala. As outlined in these standards^ 
the .xocution of Ihe llbraiy program normally requires at least ^ of the total educational 
and general budget. Educational and general oems operating Mpendltures for administration, 
inatruction, research, extension services, plant operation and maintenanee, and organised 
activities related to instructional departments. This percentage is for a well established 
library with a good collection of materials. With a rapid increase in enrollment, course 
offerings, graduate programs, independent study, programs, ^ludio^lsual programing, it 
should be augmented. The library bidget for a newly organised college should be eonsiderably 
higher than normal during the period wh^it is acquiring a basic collection. It should be-. 
r«Bembered .that library budget changes mu,t anticipate enrollment chmiges by several years 
to give time to seleot, acquire, organize and service the added material. 

A per student expenditure figure provides another compw-ison of library support. College 
libraries should average an unnual expendititfe of 4^. tomans per full-time student including 
200 tomans per student for materials. Normally the libraiy budget should be allocated as • 
followai Staff, at least 5^, materials 45^, generai expenses 5%, 

The chief librwlan should plan and aeanlnister the Ubraiy budget. Allocation of 
funds within tha budget should be his responsibility, also. He should plw a balanced libraiy 
program, correct deficiencies in the collection, and plan for future needs. The library should 



ERIC ^* * .tatement of tlie total annual budget availnbli for personnel, materiftis, 



8 



supplies, equipment and other expenses. Vfnen Allocated, the chief 

librarian shoulri control It fully. 

To coorfUnate erfortn moro efficiently and avoid ovGrlaping-/ 

responsibilities^ all library material purchasecl with college funds 

should be ordered only, with the chief librariana^^^nder his control, 
^v/ritten approva^ be kept' and normally be housed in the college lib= 

rary. Likewise, all funds for the purchase of library supplies and equip 
mcnt should be under library control. Universliy- funds can be used 
more wisely anri efficiently with this arrangement^ Also, for the same 
reason, all pe^sonnfel «mployod in college librarl#B-.anrt thetr- sala- 
ries should be under the chief librarian's control and be part of his 
budget, 

.5. Personnel • 

The library should be operated by a broadly educated and highly 
qualified staff under the direction of a professional chief librarian. 
In all oases, proressionals are librarians who have graduated from an 
approved Iranian or foreign library science curriculum leading to an 
undergraduate Bachelors major er a sraduate Masters degree. 

The chief librarian is responsible for the development of a 
major element in the institution's Intellectual life. He needs the 
skill to direct a complex organization well, but his thinking and plan- 
ning must be those of a teacher and scholar, not a curator or techni- 
cian. Professipnal nualifications alone are not enoughj he must earn 
the respect of his colleagues as an educator. He must be able to re- 
late the librarynproperly to the eurrlculum and ensure good communica- 
tion in both directions. He should have full and final control over 
all library personnBl. 

The chief librarian should have library experience, good adminis- 
trative ability, scholarly intereL.ts, annunderstanding of the academic 
program, and the ability to work successfully In developing projects with 
Btudents, faculty and adminstration. He should be a person in whom 
staff members, faculty and administration will haveocbnfidenci. If pos- 
slble^ he should have had some opportunity to obstrve exoellent foreign 
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college libraries, and better yet, to have v/orkid in them* Mo'^^'facul^ 
ty member should be made library head^ unless he. is alert, vitally 
interested in building up heavy oollection use, a well organized and hard 
working administrator, freed from other teaching and administrative du- 
ties^ and no profossionnl librarian is available. 

Professional librarians should have full faculty status, raks, and tl- 
tlas^ with the benefits enjoyed by the teachins staff, tenure, sick leave^ 
vacations, retiremant plan, and sabbaticals. The salary schedule should be 
the same as that for the teaohlng faculty. For all other staff members, 
also, if their background, exparlenee, and positions are similar^ to those 
of other college staff members, then their pay and benefits should be simi- 
lar* Librarians should do Eraduate work in areas contributing to their ef- 
fectiveness. Provision should be made for recognizing exceptional ability 
through promotion or salary Increases. 

In addition to professional librarians, the library should have an ade- 
quate non=professlonal staff. Care should be taken that professionals are 
not assigned clerical work beoauae this Is wasteful and demoralizing. Sub- 
professionals who have bachelors degrees in other subject fields will be 
needed as well as capable bilingual typists and reliable clerks. Student as- 
sistants may be employed in a variety of clerical and subprofessionali -tasks, 

also. Maintenance personnel ^■wlll complete the staff. Typioal non-professio- 

s 

ml duties require bookkeeping, typing, searching, noting as^.seoretartl.1 lu^^l^ 

' I 't j ' ' . ■ ■. t If I t 

flltf.r Janitor or cleaner,.,. ' 

Staff meinbers must be chosen with oarej wince they perform such a va- 
riety of important educational funQtlons. Good personal relationships and 
high staff morale Influence communication favorably, in reorulting staff, 
the chief librarian should aVold persons with personality and emotional prob- 
lems which will hinder communioatlon and lower morals. Staff members should 
be hired on temporary contracts until he Is sure of their success on the Job, 
All staff members should work full-time, and should be hired on the basis of 
their promise as hard workers, not because they are relatives or friends of 
staff members or have political Influence. Women should receive equal consi- 
dtratlon with men for every position. 



10 

PernonnGl matters mus=^ be controlleii by the library arlmlnintratlon 
in line with college personnel policies. There should be close liaison 
with the Golle;ne personnel,^© Tf leer on matters affecting both professional 
^taff* In-service trdininf; should acquaint staff: membors with librory 
purposes anH functions^ ani more Intensive procedural tralnin/^ should be 
given within their own departments* 

Staff nizB will vary with institution and faculty size, type of lib- 
rary organization? service required, size, character and grov/th rate of 
the oollectlon, the teaching methods used, types of curricula and building 
arrangement* Table I summarises mlnimumr fetaf f size reGommendatlons* 

The ratio between the various levels of full-time staff members 
should be approximately the following! 

Professionals i . 

SubprDfessionaij 3 

Typists ■ 5 = ^ 

Clerks and Jahltora 2 
Student Asalstants 
(part-time, including 

typistsO 2 
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Table II is a suegested Iranian oollege library organization chart. 
^ "1 ,M " should eonfl.rm the fact thpt professionals, subprofessionals, typists, 
i T ' elerks and students are useful to the library in that order. The firsV' 

three professionals hired should work, one each, in administration, ser- 
vice, and processing. Pew Iranian dollege libraries have as many capa- 
ble subprofesslonals and bllinsual typists as they need; in fact, many 
are still searchina for qualified pcofessionals. 
6. The Colleatlon 

The collection of books, periodicals, pamphlets, documents, newf _ 
papers, maps, mlorofllmv .mlerocards, and other materials must be selected 
.»nd organized to support the Iranian Institution's educational prosram. 
The collection should meet the full curricular needs of the undergraduate 
and graduate students and be easily accessible to theiji. Also, it should assist 
faculty members In professional frowth and provide for book-oriented Indepenaent 
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stu.5y projjrnm. Kvery oolL^cn library Phoiiin have a collfiatlon «rovrth anrl rle- 
velopment policy outllnins (D subjeot areas of sreat Interest In whloh re- 
searoh nni acrflniinte work are fjarrierl on and whfire extensive and intensive eo- ' 
veragG is ranulreri. (3) aroas of inodorate intorent to servs an imd^rf/rariuate 
major currlculuni, and then (J) areas of minor interest where only reference 
and other basic books need be purchased. 

The basic collactlon nhould oonbaln orssentlal reference material of all 
kinds, mondgraphs and textbooks in all aubj'jot fields oovered by the college, 
and serial subSQriptioa.ln eufricient numbers to provirie current examples of' 
moriern thouL'ht in all fields relevant to the ourrlculum. 

Obviously, one person cannot carry out a material selection proaram alone. 
Identlfloatlon of the material to support Instruction and stimulate research 
in a given field demand a scholar's knowledge plus a librarian's skill. Libra- 
rians can organiee and give technical oompetenee to such a project but' must 
use their professional oolleagues to Identify the reaourees required for both 
undergraduate and advanced students and faoulty. The librarians who work with 
them itmst guard balance and ooveraEe and have a good knowledae of the scholar's 
field and the teacher's problem. 

In addition to curricular materials, the collection should contain the stan 
dard volumes representlns the heritage of world civilization. These works 
should be continuously supplemented by books satisfyina recreational reading 
needs. The collection should Introduce students to their Iranian and world 
heritage, provide them with a background of Information about other cultures 
andlnatlll in them the enthusiasm for books from which hopefully will sprlns 
the life-time habit of good reading.' There should be a strong and up-to-date 
reference collection of the moat authoritative works in all major fields. 
This collection must not be restricted to curricular subjects nor to Persian 
language publications. In fact, foreign lansuage publications will maSe up 
the majority of materials in certain Gurricular fields. 
Useful seleetlor tools include.' 

1. The Iranian bibliography published annually by the Tehran Book Socie- 
ty and the monthly bibllosraphy of the National Library, Tehran. ' 

2. The blblioaraphies published by the Iranian Documentation Centre, Teh- 
ran, iaseful for selecting Iranian books. 

3. Enteghade Ketab for Iranian book reviews. 
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^. RRhnema Ketab^ for Iranian books, 
5. Aynnricpiftn Nowapapor 
■6.- Nnmnyo Dnncghkarieh rcr^oahkl 

7* niioice ■ (American Library Assoeiatlon) , usQful In selecting; Ameri- 
can books. 
8. Bogkg In Print, Bowker, USA. 

g. British Council, British Book Newi. useful forfissleeting BrltlBh 
books, 

10- Whitakerg Annual, Vftitaker, U. K. 

11' ^Jkyii-°J'M.J!rancalse, Paris, EarCercle dt la Librarit . 

The library's periodical list should be welllbalanoed and ohosen to 
meet student requirenients for collateral course reading, provide some re- 
seareh material to ktep the faculty up-to-date, and afford throush-provo* 
king reoreatlonal reading for the entire oortimunlty. Serial indexing and 
abstracting bulletins and the titles covered by them should Itad the list. 
Newspaper aubscriptlons should provide coverage at the national and local 
levels; also, they should include one or more Itadlns foreign papers. Var- 
ious foreign political viewpoints should be represented. To some extent, 
the selection of new serial titles may be taken from standard lists, e. g. , 
Soltani,,lP., Directory of Iranian Poriodicala. Teht-«n. IrandoeT Aboozla. 
^- ' Pir'eotory of Iranian Newspapers. Tehran, Irandooi International Per- 
Ipdloals Directory. New York, Oxbridge- Koltany. E., Irregular Serials 
and Annuals, an Internati onal DlrBotorv. New York, Bowker; and Ulrleh. C, 
International Pcpiodical Dlrebtory. New York, Bowker, U.S.A. All serials 
should be ctieckid into a visible kardex type file -whioh^-wli-l 'VaeiUtate 
proper record keeplns and olalmlng. It is esBBntlal that major Journals 
and newspapers be bound ayatematlGally or preservod in microtext fom for 
referfenae use. 

TV-, A government document Is a publication issued by a looal, ostan, 
national or international government. A' college library should provide 
aooesa to useful Iranian and foreign dooumonts within its fieldi of study. 
In 'Keflohers tralnini oollegta, students should be provided with the op- 
portunlty to beoome familiar with the audio-visual mateiials, ohildrens 
and young adults booke, textbooks ayA other eurrleular material eventually 
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helpful in their teaching careers. CoUece archival material should be 
conected and prMerved, also. Manuscripts and rare books are seldom • 
useful in college libraries so should not be eollicttd. 

Audlo.visual materials are an Important part of modern instruction, 
and the library should take the initiative in providins tham. if no other 
aseney on the campus does sa. Tht proBram should an intearal part of 
the library's functions. No audio-visual program can succeed without ade- 
quate faolUtlei for equipnient and matorlal use, however. The same high 
selection standards used for books apply to films and recordings, also. 
A trained staff member and budget allotment should be provided for these 
materials which should be indexed m the llbraiy's catalogs where they 
can be located easily, 

A substantial portion of the book budget may bo divided among sub- 
ject fields, basing the allotments on information from the teaching de- 
partments. All subject field purehaoes should be charced to the depart- 
mental allotment and spent under the department ohairman's supervision. 
Professional staff members may Initiate orders in all fields; those in 
the acquisltloni and referenoe departments are expected to do so. Funds 
uncommitted in the departmental allotments four months before the end 
of the flseal year should revert to the eeneral book fund. Faculty dt- 
partmental material budstt distribution should be based on the 

1. Size and quality of the present library collection In the field . 

2. Relative book cost in the field 

3. Extent of the graduate .prooram offered 

4. Extent of the undergraduate course work given 

5. Teachinf; methods, lecture -textbook vs; reading oriented 
ft. Amount of research requlrlns library resouroes 

7. Number of faculty members in the field 

8. Number of students in the field 

9. Availability of books in the field. 

A substantial portion of the mattrlal budget beyond fixed serial and 
reference costs, at least 5^^ should be reserved for direct library staff 
purohase of 

1. Reference booki 



2* lieplftcomont copies 

3» Uuplicato copies for resorve 

4» Rqcroational books / / 

5* Filling oolltetion gaps 

6t Publieatipns elassifiod in no collogo departiaent 
/'7» ifcorks which cross subject linos 
8* ^pQtmiv'Q sets 

9* Anticipation of future book needs 
IDp Special projects rtquiring book support 

The appropriateness of the collection for the instructional and rtsearch programs 
of itudenti and faculty, its adequacy to stimulate in breadth, depth, and variety, its 
ftacossibility, including proper eataloging, are Tital, ubrary holdings should be oheekad 
frequently against standard bibliographies, both general and subject, Persian and foreign, 
as a reliable measure of their quali^, a hi^ percentage of listed titles relevant to 
the oollage program should be included. Strong institutions will demand large and rich 
aollectionB. ^phe size of the college llbraty bookstoak is an important indication of its 
value. In ordor to give Binlraum aerrico to any Institution of ita typo the minimum siw 
nmst be reached. Collection lize ia determined by the nature of ^mO! bizb of the 
eurrieulira, number of graduate programs, faculty demanda, instruotloa methods and 
onrollmeut. It^e vory diffiouit for an Iranian coUogo iibr«y to support an Instructional 
program .ffeoti^ely If it eonUins f ew« than 25000 carefully chosen ^olumea.' Purtherfflore/ ^ 
• a Btiady 4..owth ia essential^ to' a' good library, ^orks" of oontempora^ lmporta«i"o Bhould 
be available in duplicate copies, particularly when needed for course reserve, but the 
quality of the coUoation should not bt .acrifleod to unnecos«vdupUcation. No lapsts can 
be permitted in support because of the gapa they will make in iorial and book holdings. 
Atteapts at book aeleetlon censor ahipiaust be rosiated, 

Oifts should be aco^ttd only when thoy inereMe libro^ dolltction strength wd cariy 
no unreaaonable restrictions. They should be intograted with ti.e regular colleatlon, not 
Bhelvod sep^ately. Book and aerial obsoloscenoe rates vary groatly, but in the field of 
•dueatlon they have been estimated to be m during toe first decade of a book's life, 
5<^ in the ntirt decade, ond «p.t^.95^ in the following decode . Obsolete books, aupori.dfd 
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editions, old recreational periodleals, broken files of unandexed Journals 
and reference works, superfluous duplicatibs^,- and worn out or badly marked 
volumes should be weeded annually with the advice of faculty members. They 
may be boxed and stored with eatalog cards pulled or sent to the Iranian 
Duplicate Exeharige Union of the Iranian Documentation Centre for exchange 
with other libraries. 
7. Proeessins 

Central aoqulsitlons and cataloslng should be required for the entire 
campus. Material, should be purchased from local and forelen Jobbers, dealers 
and publishers. Thtir service should be pn^mpt, honist, and accurate. V/hlle 
they Should follow the library's order instruotions carefully, frequent cor- 
respondence win be necessary to olarlfy orders and reports. 

The annual work output of each acquisitions imployet,. should equal at 
least 2500 book and serial titles ordered and received. In other words, a 
full-time acquisitions department staff of three people should be able to or- 
der and receive 7500 titles each year. In a siparate acquisitions depart- 
ment, one professional is required for every 5000 titles ordered annually 
When fewer than 5000 titles are ordertd annually, aequlstjyns should be com- 
bined with cataloging into one proetsslns department. The''p«rlodical pro- 
oeeslng staff should equal one peraon ptr 300 titles received. Time limits 
frstn receipt of request to plaelng the book order: 

Simple current matirial i week 

Rush requests i ^g^y 

Second-hand items i 

Obscure items i ^^^^^ 

Books cleared tTirouEh the aoqulsitions department after raceipt of invoioes- 
Reaular itima . i ^^^^ 

Rush items ^ 

Unintentional duplication should be minimized, 1^ of the titles reoei- 
ved being an acceptable marain of error. However, for expensive titles 
the margin of error should be even lower. For unusual titles, where sear- 
ohins is ver^ difficult and expensive, the marsin can be somewhat hi= 
gher. When bulk purchases are made, duplioates may be aegfpted 
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to obtftin other noedsd muterial. On avery title ordered, the library should provide full 
information for the dealer, but the cost of extensive searching must be considered, also 

Orders should be placed hy ship mail for Africa, Asia and America or by truck for Em-op^, 
Bush items may bo ordered byair mail. All order correspondence should tPavel ty air mail. 
All books and bound serial volumes added to iranian government libraries should first be 
entered in an accession booki 

iht^materlals should be fully eatalogtd and claaaified.for efficient use. There 
should be close eoordination and no duplication of work between Mqidaitlona and cataloging 
departmenta. Under normal cireumstonces volumes -..ould be cataloged within one month 
of being received in the catalog dipartment, never longer than three months. All material 
should be ooBpletely processed ai^ ready for the shelves within one week after cataloging. 
Cards should be filed in catalogs at the same time as volumes are sunt to the shelvts. 

Vhen original eataloglng is done, a monthly averagt production should be expected 
of 200 Latin titles per full-time professional cataloger with supporting staff , or some- 
what above one per hour worked. Per Persian mA Arabiu original cataloging, one title every 
three hours or 60 titles per month should be expeeted. minted eards may be ordered from 
the Library of Gonp-ess for American, British Museum for British, and the Tehran Book 

Processing Centre for both foreign and Persian titles. All som-oes are quite inexpensive. 

«i V...... : . 

They should be ohocked subprofessionals and revised by a prof esaional. A monthly average 
printed o«d ^production of 500 Utin and Persian titles per professional cataloger should 
bo expoeted, .Thls^quais about t^ee titles how. A Qompetant profeasloaal cataloger 
should be able to work without supervisory revisl oh after one year of experience. 

Non-prof ea si onal work atandardai 

^*l*"e 60 cards per hour 

Revislnji filing 150 cords per hour 

Pinlshing catalog cu'ds 
(tjTping of added entries, 
fltomping, etc.) 70 cards per hour 

Master card typing, Latin 20 eards per hour 
Master card typing, Persian 15 oarda per hour 
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I'he folloiring eataloging tools should be usedi ^, 

ft. Amlo-^morLom Cftialopinr HuIp^, 1967, AmiricM Uhra^ Association, Chleftgo, 
in the University of Tehran Central Llbraiy translation. Separate Periian 
adaptationi by Tebroc are arailablo also. ' . " 

b, Llbrury of Congress Hubnoet iloadinff List, plua the Persian suboeet heauinsa 
doFeloped the Tehran Hook ProeesBing Centre, 

Library of Congress Claaaifica t ion fichodules with as few modlfleationa as pos- 
sible, except those for Iranian history, religion and literature developed 
by the Tehran Book Processing Contre/ir^ else the Dewey Decimal ClasBifieatio n 
(jper^st Pressp Leko Placid N,T,) 
^' ALA Rules for Piling gfttnl off Onrrl.^ plus those developed by the Tehran Book 
ft'oeessing Centfe for Persian cards, 
^-e. ft-inted National Union Cataloff (avaiftlable at the Tehran Book Processing Centre). •) 

' Sanborn Author Hnmh^i. Tnhi^. pi,., the Persian author nunber tablea dereloped 

^ . ■ ■ i> 

by Amir Nikbakht and the Tehran Book ft'oeessing Uentre. 

The'' catalog departraent should bo responsible for the maintenance ofp 

a. A public (main or union) dietionaiy catalog near the eireulation desk te cover all 
ampm libraries. Alternatively, eonaidoration should also bo given to use of th, X 
claasif ied publie catalog which will locate cards for ail titles in one numerical 
sequence, or elsfl » divided catalog with author^a wd titles in one file and aubjeot. 
in another « 

b. duplicate faculty librwy catalogfts, if needed 
0. A union shfif list in the catalog dopartnsnt 

d. Ihipllcate faoulty libraiy shelf list^. If needed 

Authority flleai aubjtot, naae, serlea, In the catalog departinfiit. 
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8, hiblie Services, 

Student use— th« ultimate test of library efftctivenes3=is the rfesult of emny forces 
including habit, eonTonieoce, the avallnbility and atii-ftctiveness of quarters, staff 
ptrsonalitiaa, and the way librarians md inatructora work together, but chiefly of the 
faculty's teaching methods. If the Iraniui Hbra^ is not flerrlng aa fully as it might, 
probably iQeture-textbook or other unioaginative teaching is still being used, A 
stimulating instruotor Cfeates an inquiring student who develops resoureefulness because 
he wants more than routine methods will give him. Thus good teaching and good librarianship 
unite to produce skilled, self-reliant, habitual libraiy users. Independent and honors 
work provide an especially favorable olimute for it. 

The ehief librarian should work oloSBly with faculty members planning new couraes and 
trying new educational ideas. The effectiveaeas of libriuy use instruction will be reflected 
in the extent and character of student use. It is particularly important to keep fftculty 
members and students regulwly informed of new acquisitions. Each library should circulate 
a minimum of one book per student per month while classes we in seision. H*lf of 'tois 
circulation should be reserve and half general material. Superior teaching, book resources, 
Physical quarters, and students will eneeurage reading much above this flgiffe. In another 
decade^ this figwe should double and the ratio of general to reserve eireulatlon should 
Increase , 

Public service atandiffds are related to the type of work done, irreapeotlve of 
departmentation. Normally, the libraiy should be open twelve hours a d^, six days a 
week. Longer reading room hours should be provided dwing final exaraination poriods. 
Oeneral rflading should be encouraged by displays, bookllata and Btaff book knowledge, 
flxcept for closed reserve books,, all college books should be on open shelves and available 
to every student wid faculty member evtiy hour the libraiy is open. 
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Iranian universities receive substantial support from the governmtnt and 
should be prepared to cooperate vdth public, school, special^ and college 
libraries in their ostans and elsewhere. Responsible persons arv! communi- 
ty organisations should be given rcferenoe, photocopy, reading room and cir- 
culation service, even though they have no fonnal Qollege affiliation. The 
library must serve all students equally, whether enrolled on the main earn- 
pus or in extension courses in a nearby city, and no matter what the stu- 
dent 'i f acuity* SpeQlal borrowing prlvil^^^es should be given to students 
from other universities and to alumni. 

In circulation v/ork, the staff supervises and records library mater- 
ial use. Public photocopy service may be ineluried in these aetlvitlea. S^r- 
vice standards and practice should the same In all campus librarits. By 
means of his university registration card, Ineluding a photoeraph, the Iran- 
ian borrower may be required to identify himself before charging out mater- 
ial. Th© library should maintain a fili of the oorrect and up-to-date names 
and addresses of ailbborrowers, students, faculty, and others. No fee should 
be charged the student for baegmll^ library user, but fines may be charged 
for overdue books. For every piece of material loa-iied, the loan system 
should supply the location and the date due, ^ick acce^.^ to information 
Is as important as ohargins and discharging speed. ' 

, Books may be put on reserve in multiple copies for periods varying from 
hour to one week. Paoulty members should indicate the titles to be plaotd 
on reserve, the olasi enrollment , add the number of pages required In each 
title. The numbir of copies will range from one for every six atudenti 
in the course to one for every twenty students. 

In reference work, the library staff assists readers in Uilng the card 
cfttaloE^ in locating material to answer speelflQ questions, arrf to providi 
background readins for term papers and research. Anctffiolently organised 
reftrenci service should provide direct and supporting service to rtadera* 
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Direct service consists of 

a) Inst ruction* Formal group library use instruction should be available to 
all readers* 

b) Guidance. Students and faculty should be eulded individually to resoureei 
in their own and other libraries and assisted in using them. 

e) A.^slatant^'^Policy. Users should be guided in using the library rather than 
either being ignored or the needed information found for them. They should 
be taught how to uae the library suacessfully and Independently, 

Every new student and faculty member ahould reoelve one hour of iastruc- 
tlon In library Aise, preferably more, espioially for graduate studenta and 
faoulty members carrying on reaeareh* Informal short courses and special 
tours may be offered for the latttr groups. Undergraduate Instruction should 
include use of the major ,tjrpes of reference books and subject bibliographies. 
Voluntary library orientation programs should be well publlclzid tor-attract 
mai^ students. A handbook should provided whioh explains the library's col* 
lection and services* Instruction in Interpreting- the catalog and the elas- 
aificatlon scheme snould be included as well as aQquisltlon policies and re* 
serve book service. 

Supporting strvlce coniists of 

a) Adequate quarteri and equipment 

b) A good collectionuof standard Persian and foreign referenee books kept 
current by checking and purchase against authorltatlvi lists. 

c) A sufficient number of staff mtmberr familiar with the rtfertnci collec- 
tion and typists to support them. As the collection grows, there will 
be increasing need for staff members with varied and intensive subject 
knowledge. Service quality is increasea by^staff ipeciflcation. 

The chief librarian should realise the benefits to be derived from poo- 
ling resources with other libraries. Such cooperation should ewich the ma- 
terial ^available locally and save money, also. Ha should cooperate with 
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oth.r im^ru, in material purchasine to avoid unneceaoary duplication 
Tho library should cooperate in providing reference service to r.aicrs " 
beyond the campus. aU-o. The academic library should be self-sufficient 
for .ost typea of matarlal and should not depend heavily on any other lib- 
WrO^ ^4- ™^;y, «v.n one in its own part of^th. city or ostan. The library ahould 

): '''' ^^"^ thr^vas^nter:iibrary loans/" fest ol ^th« Unueata 'un^ 
miod locally ahould^or research material whioh can ba located through / 
the Iranian Information Network. ■ , / 

9. Bulldina 

Successful library service preaupposa. a functionally deal«nad room or 
buildlns which can be operated efflolently. The type of buildln. provided 
will depend on Iranian institutional oharacter and aims, a. g., the resl- 
dantial collaga having different requirements from the commuter colleee. 
Whether in a separate building or not, the library ahould be centrally lo. 
cated. The bulldlns should o.nphaal.e maxirm^m flexibility in order to ac- 
comodate the many ahanses in function which the Iranian academic library 
can ba expected to undergo in the next ganeration. In an adaptable buil- 
ding, one with an absence Of interior weishtbearlns walls, areas may be 
rearranged With minium alteration. The entire building should invite use 
through open stacks, attractive and convanient layout. Library operation 
Should dateline the interior layout, exterior features and dimensions. 

Each stage in planning a new library building ahould be Initiated 
and controlled by the chief librarian. He should lead building discus- 
sion, with college administration, architects, library staff, and consul- 
tants. To properly represent all of the diverse intireate in such a ma- 
jor project, a library building planning committee should be appointed by 
the Preeldtnt, and it should make all building decisions. In order to 
Plan a new building properly, it is necessary to study the matter thoroughly 
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over a period of time. There is Qonslderable English lancuai^e litcraturi" 
on this subject. Also, through the Institute for Research and Flanniitg 
in Soience and Education, architGctural advice rriay bo obtained, and through 
the Tehran Book ProoessinE Centre^ a library arohltecturi oonoultant may be 
found. Ideas from the library staff should be Gonsldered, also, In par- 
ticular those staff members who will operate the building* Many rtodiflGa- 
tions of building plans should be expeoted, io It is Important to find an 
architeet amenable t© librarians' ideas. 

Most Iranian eolleoes should have one large oentral library building 
housing all facilities. This is the^ most efficient method of housing and 
operating a library. Vmile the individual faculty library may be able to 
give Ita atudtnts and faGulty/ members more personalized semrioej the ex-, 
pense of staffing it tv/elve hours per day and purchasing for it a separate 
book colleetion are eonslderable. In cases where an entire faoulty*s olas- 
ses and of flees are located more than two kilometers away from the central 
oollige library, however, a separate facility may be Justified. 

A thorough study of campus developmint plans is needed, then a pro- 
gram of space requirements, principles of operation, and service should be 
written. Since it will guide all planning, the written building program 
is of vital importance. Space needs should be expresied in floor plans ac- 
companying the written program. The program should provide a statement 
of space requirements and principles of- operation and strvlce based on 
the following faQtors: ^ 

1. Projected student enrollment and ttaching staff influence reader space. 

2. Projected book stock size and growth Influinoe book stock space. 

3. Projected library staff slie InriuencijiSpaca for service functions and 
staff welfare. 

4. Types of service to be provided, 

5* Open shelf access with stacks intersperfied with reader apace. 
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6. Collor,e educational pronram, g. an increase in currieulfl Increases 
the need for fl large book stock and a larf^er number of study carrels. 

7. Propor.ed bulldln,^ site, e. denroe of cUsp<jrsnl of oturlent Uvinp; ac- 
comodations will affect perernntafje of ntuflents to be sGated. 

Euildinc Size will dopend on the hype of Institution served, the instruc- 
tional methoda employeri, and the nvapabllity of other campus study racilitios, 
ftlso. In general, coating cnpHclty, '-'shelving and work apace should be based 
on antiolpated p-rowth over a twenty year period. Any new library should be 
so located that future expansion in possible. Seating accomoRdations for 
at least one fourth of the student body will be essential. Changins oon= ^ 
cepts of the library's role in the aeademic community may necessitate an 
upward revision of this figure. Book shelving space must be sufficient to 
house the present □oUeotlon plus nornal growth for twenty years. Most Iranian 
libraries ^ne)l to undarestlmato the shelving space needed for the future. 

Efficient library dparatlon entails quarters for ordering, preparation, 
cataloslng, binding and mending, "filins, and similar, activities. Adminis- 
trators should have private office space. A staff lounge with simple kit-=- 
Chen faoilltles is hlehly diflirable. Also, proper housing must be provi- 
ded for such speoial materials as current periodical Issues, maps, piatures, 
art books, films, records, and microtexts. Well planned areas must be pro- 
vided for oircuUtlon and reference service, reading rooma, periodical dis- 
play shelving, display space, listening to recordings and faculty studies. 
Much of the building's effectiveness depends on proper provisions for heat' 
light, and.air, sound -conditlonlne, air-oondltloning, lightlns, and deco- ' 
ration, creating a oheerful and comfortable atmosphere. The building should 
be attractive and economical to operate, not wastiful of space or built to 
Impress, 

Planning should include several versions of the phfi^^oal layout of 
each room and each floor. All of the pieces of furniture'and equipment 
ehouU be listed, room by room: Well dtBigned library furniture of high 
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quality should be provided. A variety of aoatlng types shoulcJ be avail- 
able, ineludiiv; tables, carrels, Individual desks, and comfortable lounge 
chairs away from tables. New shelving and furniture should be purchased 
to follow the specifications developed by the Tehran Book Processing Cen- 
tre in cooperntlon witfi loonl nnrpenterc. 

The following f;enerally acoapted space ratios should be used- 
a. 2.5 square meters per seated reader 
bi 12.5 square meters per staff rnember , 
e. 100 volumes per square meter for shelving 

d. 750 kilograms per square meter of maximum floor load 

e. In addition to spaoe needs for library funetions, 4^ should 
be added for building serviois, washrooms, stairs, haila, 
ducts, etc. to arrive at the building's gross square meters, 

10, Evaluation 

Assesiing Iranian eollese library quality Is dif fioult sinee it In- 
volves so many Intangible Uctors. However, nothing is more important to 
know. One way to measure library success is by a continuous evaluation of 
the birculatlon statistics, though these records show.oraly part of library 
use. Surveys of actual reading at a given time,- studies of books not sup- 
plied, reftrence qutstions not answered, and the character of Interlibrary 
loans are additional bases for evaluation. Another approach to service eva 
luation is a Joint faculty-library staff study which should strensthen the 
ties between classroom and library. When neeessaiv, the advice of outside 
experts should be secured through the Tehran Book Processing Centre Plan- 
ning Department. 

Each. Iranian college library should be evaluated as part, of a gene- 
ral Institute of Research and Planning in ' Science and Eduoation insti- 
tutional evaluation, also. An evaluation team should be appointed 
to visit the library and examine it In person, probably at the 



- 25 - 



m% thm sm9 lime that tho gonoral Instiuto two visits the cMpua. Pretrious to the 
Ylsit, tho team should request the library staff to oomplete a quostionnaire proTlding 
dttailid in formation on recent activities. The^toam Tisit should allow a flow up on 
quostionnaire roaults. Below, is a sample Senior College librai^ qu.ationnalre. 
To the Chief LdbrM-iani 

The following questionnaire must bo completed candidly, completely, and objectively. 
It should cover all librariea aupported the college. Its anawora will be supplemented 
by an evaluation toaB visit during which the queatlonnalre can be discussed and further 
Information obtained by obaervation and discussion. ^en returning the questionnaire, 
please .end ala^a' separate ^opy of the ooUege catalog plus copies of all oth^^oSege 
publieations in the past two yearrfor each of^th. three team menibers. The visltin« team 
will exaffline th. records used to complete the questionnaire. My ans>.ers which we not 
completely hoaest and accurate will result in failure to pasa the aocreditation program. 
Am Qm^t§TB "I 

I. Uat ^1 central, faculty and departmental libraries together with the bound 

volume and staff total of each one. 
a. Total square meters of library apace availablB? 

3. What is the total aeating capacity for readers? For staff? 

4. Total shelf capacity? Gapacity of prooesslng room shelving? 

5. Are the Ubraiy quarters centrally loeated on the campus? Explain. 

6. Is library furniture comf or table and attragtlve? Explain, 

7. Is the librapy gomfortably heated in winte,. and dooled in summer? Explain. 

8. Are the llbraiy nol.e and huraidity propef^ confcroUed? How? 

9. Describe natural and artificial lighting, its control and adequacy. 

10. Is the librwy convenient, quiet, and inviting for studints and faculty to use? 
U. What evidence exists of student opinion en tte convenient* and attea^veneBs 
of the library? What Improvomonts would they liki to 890? 
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12, J^escrlbe any plana for new library quartera, 
Bt ^Wmini strati on 

1. Havi the collogo trustees conaldofod and formally approved the Ubraiy'i objectiwB 
and baaia aequiaition pDllcy? 

2. Who participates in determining the Ubraiy's objectives, basio acqul.itionji policy, 
and budget? 

3. Draw the library's organization chart. It ahould Bhoir aupervisory and adrlaoiy 

ralatiDnshlps for all ataff membera. 

4. la there a faculty library eommlttee? Deseribt its compoaitiQn and enoloit ^eto- 
cepies of the minutes of its meetingB for the past two ytars. 

5. Desoribt the student library committer, its compoiition, and enclose photocoplea of 
its minutes for the past two years, 

6. Ust tho college faculty and adainistratiye groupi of which each professional U >^ 
member* 

7. About how often are coaferences held on adioinistratiTe and ourricular problena between 
the ohief librariMi and the presldtnt? 

8. Are eooiminications good betwetn faculty membera and librarians? IxpUin. 

9. I5 thtre a coordinating libraiy departmoat head or administrative coimnitttt? 

10. aiclase eopits of the library's annual report^for tach of tht past ttett years, 

11. Describe the library public relatloni program. 

12. List the narae, education, wptrience, faculty rank, title, aod s&Ury of each 
professional librarian on "Uie staff. 

13. last all other libra^ staff nambors, part-tira, and full-timt, and Show the •ducational 
l8Tal,poBltion levtl and aala]^ of each one. 

^14. Ust all librae conferencts, workshops, of foraal courses in Iran wd abroad in 
'^ich Btaff members h*ve participated in the past two yew^ 
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15. I'or .ach of t4,o pa.t two yoar... shn. Ui.l mr.ry expondituroa for 

a. i^cr^onnol (dl.id« ,«twae„ prof„Mo„al, „o„p„f„.io„al, and student) 



c * UantinuAtions 
d. Poriotllcftls 
©. Uinding 
f# Audio-*V^igualfl 
g. Kquipneni and furniture 
cSuppUea 

17. i^lo.. c,pi„ .n ^i„lrt„ti„ oo„tr»l ,o™ „,M, .„.>. „ tb. ,„Uowi^. 

ft. ^aily ciraulation statisties raoord 
ft. Referenc© statistics Meord 

Uook acquiaitioni and cataloging atatiatlcs 

liudget atatemtDt of expeaditurei 
G* Hewing room use record 
f • Inter-library loans 
gm HiQtocoples made 

18. AT. the Ubr.^.. ...o,ds well da.i^M for .„aly.i„, ^^^^^^^ 

19. IM an up-to^ate library policy and procedure manual available? 

20. Explain the basic acquisitions (not s.leotion) policies no. in «ffeet. 

21. ibcplato the baaio cataloging policleg m effect, 

22. Ust several book and aerial election tools used regulwly. 

23. List several acquiaitiona tools used regulwly. 

24. Mat seTer^caialoging tools used regularly. 

25. Explain how preparation for the shelves is done. 

26. Enclose samplei of all processing forms a^d oards . " 
C, Th© CollfiGtlon 

1. l*^'" "taos cataloged fully p,,j,,^ 

2. »' "1— .nd .eeded out durin, Of the p„t tbr.. 
J. Number Of ..rial. .„„.tl. ^oeived, by „..ey-^ei»l „ -Ubrar. of Co„^„. ' 



rn^r^ difiiiona? 

tKLC 



- 28 ^ 

4, What aro library objectives and policies regarding 

Sp Tho nature of the basic book colloction? 
b, Soloctlon of current jmblieations? 
c» Selection of older materials? 
d. Selection of periodicala? 
©, Beloction of Continuutions? 

f * Selection of special collections and manuscripts? 
g- Belection of uudio--visual materials? 
ht Selection of foreigii materials? 
ii Selection of IraniMi materials? 

5» What is the library's book selection policy In audhireas as reference materlala, 

I 
1 

textbookJi books in fields in irfiich no instruction is offered^ multiple copies, 
fictioiip the ftcceptaact of gifts i etc? 
6* Wien and by whom were those^'polieies deTeloped and adopted? 

7t The colloction should be checked against two organized biblio^aphies, one in Persian 
and one in English or French. The ©Taluation team will specify the bibliographies 
to be used. 

B, What percent of the colloction is on open shelves? 

9, Is the librarian closely in touch with curriculum deyelopmtnt and faculty plaimlng, so 
he can toticipate Instructional tmd research material needs? Ej^lain* 

10. What is being done to fill in gaps in the basic collection? 

11. How actlT© each department in recommending books for pffchase? Ust those 
raoit and least aatlve, 

12. In your opinion, is the libra^ colltction sufficiently broad, marled, and up-to^ate 
to support every part of the instructional program well? Explain. In what areas it 
is strongest? We^est? 

13. Is the collection in each subject area extensive, attractive, and accessible enough 
to tempt atudeats to read beyond their assignnients? 

14. Is the librai^ b^ylng enough new books to keep abreast of scholar^ advances in each 
field of instruction and research i^ich concerns the Inatitution? atplain 

Q \ ■ ■■ ' . 

E^C 15. Is the periodical list cemprehenflivt, well balanced, and intellectually stimulating? 

■:.-■..:-- =■=■-:■■-. .Give.examples ' ^^.■■■^ .y- ■ \ - -y-,;.." ■ 
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16. Wliftt percent of tho tltlea covered in the Irandoc Abatract Bulletin in Seionce and Social 
^Mmja. MO current aubacrlptions? 

17. »lmt proTislon should the library ,,»ko for rooroational roading? What provlaion ia H 
mnkln^? 

18. Are obsolete books continuously being pullod out and dlscardod, with faculty help, to 
keep the collection Bolid and current? Liat ■eTtral title i recently weeded. 

19. Are interllbrary loans and the reaourcei of nearby Iranian collectiona being uatd 
•dvantageouily, yet not aa a .ubatltute for thla librarys proper deTelopment? How? 

1. Total college •nrollment broken down between undergraduate and graduate, in full-time 
©quiralents? 

2. Circulation figures for the past ^ years broken down ty two week, reierve, faculty, 
underp'aduate and graduate atudent? 

3. List the library's hours of opening for eachday of the week dm-lng both winter and summer? 

4. Number of hours per d^ during which a professional librarl«i is working at a public desk? 

5. Is the library open with competent profeBsional help available at the tines when student. 
and faculty can conveniently use it? Explain, 

6. HOW much do the librarians, the faculty library conwiittee, and the facul^aow a bout the 

1 

way and the extent to which the libraiy is being used? 

7. What parts of the collection are being used most effectively? Least effectiTely? Can My 
relation be traced to the type of teaching? What? 

8. How m«y classes and instructors have visited the library together to study material in 
the past two years? 
9. Winber of reference questions answered in each of toe past two years? 
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lOe Nunib<?r of blbliogrttphiea prepared for students iind faculty in each of the past two 
years? List somplo bibliography titlos. 

11, Number of inter-library loans sent and obtainod in e aeh of the past two years 
tuul from what aoiirce? 

12, Has aasistance been gi- en to faculty merabers in devoloping courses? Describe seTeral 
examplost 

13, What faculty m©mbers have been assisted in reaearch work? Explain, 

i4# Is the staff providing the instructional* referene©, and bibliographic service which 
the atudent a^ faculty need in order to take full ftdvaatage of the library's 
resources? Demonstrate, 

S* Sources of Supplernentary Information 
a. Bibliography 

Americaii Ubrary Aasociation* iluldelinea for College Mbrariesi Chicago, Draft, 
November p 1970* 

Mariean Mbrary Association, aCRL Committee on Standards, Standards for College 

Ldbrariea , Chicago p 1959. 
American Library Association* AOTL Committee on Standards « Standardg for J^lor 

College Ubrariis * Chicago, 1960, 
Association of Teachers in Colleges imd Depas^tments of Education and The Mbra^ 

Association, Colle ge of Education Llbrarles j Recongnended ^t^dards for Their 

Development , London, ATCDE and the Llbraiy Assodiation, 1967, 
Canadian Association of College and University Libraries. Ciulde to Canadian 

University Libraxy standards , Ottawa, 1967* 
Doalep Vailp "Trends in Colltge Librarianshlp," Libraiy Trends mil (July, 1969), 

entire issue. 



Internatlomil Federatidn of library Associations* University Libraries Subjection, 

Uonferonco, 1969, Uopenhagon, tft andarcls in UniYeral t y Librari^a , by K. W. Humphr^s, 
lyle, Uuy, Uollege Ubrai^^r Administration . New York, lU Wilson Company, 1961* 
Hansourgadeh^ \fsarp Iranian Libraiy ft-oeodura Manual , Tehran. Irandoc, 1971. 

(in Persia) (in press)* 
Middle East Association of Collogoa and Secondaiy Schools ConmiSBion on toatitutlons 

of Hlghor Education. Rvaluating tfia Libraiy . New Jork, 1958. 
Kfilaon, L. and Taubor, Alaurlce. UnivBraity Library Adminiatration. New York, 

Columbia University Preas, 1956, 
Withers, P. N. Standarda for Ltbrary Sarvicey Paris, UNESCO, 1970, 
Library Schools, Associations, Uloasiwies and Aoftdemic LibrM-ies 
Iran has three libraj^ schools i (1) the UniTersity of Tehmn Paculty of ^-liictttion 
Department of Libra^ Science offering a Masters degree and an undergraduate minori 
(2) The University of Tabria Teachers Training College offering a Bachelors d©gre#| 
and (3) IraMamin, the International School, Tehran, offering a juniDr college diploma. 
The Iranian Ubrary Association, P. 0. Box 11-1391, Tehran, and the Association of 
College and RBsearch Libraries, 50 E. Huron Street, Chicago, Illinois 60611, l^A 
can provide helpful information. This documtnt's libraiy vocabulary Is defined in 
Persian in the University of Tehran Central Llbraiy English-Pirsian Glossary of 
library 'i'erms, Tehran, 1970. '' "^ > 

The following are examples of superior iraniKi academic librarie^hich will repay 
ft ▼isiti 

ft) University of Tehran Centre of International Affairs Library. 

b) Pahlavi University Paculty of Medicine Library, Shiraz 

c) Pahlavi University Faculty of Engineering Library, ghiraz 

d) Pahlavi University Faculty of Arts and Sclencas Mbrary, Shiraz. 

Majr 1971 
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inimum College Libraiy Book Stock and Staffing Standards 



Materials Co^llection 25000 toIs, 

Annual ^ook Acquisition lUt© in 
Useful Volunjeg per Full-tim© 
Student I e 



Current and Appropriate Serial 
Titles iieceived per 1000 
Pull-timo Students 

Total Staff i^mbers per lOQ^studenta 



Staff ^ frofessional 



1^ 



16^ 



'P A H L ]-: 
♦'our Year Irnniau Coiloco r/ibrnry Or/sanlmtlnn Chart 



Tea 




Server 


and 


Janitor 



Circulation and 
Reference Sub- 
professional 



Circulation 

Subprofessional 

Assistant 



Collooe 
President 




Panulty Library 
Committee 



Sutaprofessional 
Secretary 



Assistant Librar= 
Ian (Processing) 



Acquisitions 
Subprofessional 



Typist 



3 Typists 



Clerk 



Filer 



2 Student 
Assistants 



2 Student 
Assistants 



